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OFFICE OF THE KENTUCKY STATE TREASURER
Tobpbp HOLLENBACH

Dear Unclaimed Property Holder:

In the State Treasurer’s office, one of our major focuses is to unite as much unclaimed property with as many owners as possible. We strive to achieve this

with the highest level of service to the public. In order to meet this challenge, we need your help. My overall goal is to promote voluntary compliance from
holders. As an unclaimed property holder, you play a vital role in fulfilling our mission of reuniting owners with their property. We encourage you to report
all unclaimed property you may be holding. We also ask you to provide us with as much detailed information as possible to assist us in locating the owners.

And to make your job easier, you can now report your unclaimed property to us electronically! To learn more, visit www.byetm.com/landings/upexpress.
html, or go to www.KYTreasury.com and click on the button that says “File Your Kentucky Holder Report.”

Kentucky has over $490-million in unclaimed assets that we're working hard to return to the rightful owners - the people of Kentucky. To get the word out
to the public, we advertise, reach out through social media, and work with local media and government agencies to inform the citizens of the Common-
wealth about our program, and we directly address the holder community through speaking engagements to provide guidance with the reporting process.

Through our website, you can search the Kentucky Department of Treasury unclaimed property database, as well as databases throughout the country. Re-
porting forms and instructions are also available on our website.

Last calendar year, we returned approximately $23-million, thousands of shares of stock and the contents of hundreds of safe deposit boxes in unclaimed
property to the rightful owners. We are determined to return even more as a way to invest in the future of Kentucky by giving back to citizens what’s right-
fully theirs.

To that end, this booklet contains clearly written instructions and easy to use on-line reporting that will enable you to accurately report the property you
hold. We hope you won't hesitate to contact our office at 1-800-465-4722 or e-mail us at unclaimed. property@ky.gov if you have any questions and don't
forget you can file electronically at www.byetm.com/landings/upexpress.html or www.KYTreasury.com.

[ appreciate the opportunity to serve as your State Treasurer. I look forward to working with you on programs that invest in Kentucky’s future.

Sincerely,

/A ool A

Todd Hollenbach

Kentucky State Treasurer
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Getting Started
Reporting Options

’ I Yo protect the confidentiality of owner information, every
organization holding unclaimed funds should submit re-
ports using software that will generate the required NAU-

PA 1I electronic format. You MUST file your report electroni-

cally. Spreadsheets are no longer accepted, as they do not meet the
confidentiality requirement.

Use UPExchange, a free, easy to use holder reporting web ap-
plication that creates unclaimed property reports in state specific
formats, including the NAUPA II Electronic Reporting Standard.
It is endorsed officially and exclusively by NAUPA*. To meet
end-user requirements, it’s accessible from anywhere with just a
browser, and sends reports and payments to multiple states entire-
ly online. To meet IT requirements, it’s delivered as software-as-
a-service (SaaS). To meet security requirements, it uses real-time
database protection, monitoring, auditing, and breach-prevention

that follow PCI DSS, and SSAE 16 best practices

With free training and support, UPExchange makes unclaimed
property reporting easier and more efficient. UPExchange pro-
duces the NAUPA 1I formatted file that is accepted by all states,
including Kentucky. UPExchange also allows you to send the
report and payment electronically with the push of a button.
No more paper or CD’s — truly seamless automation! Go to the
ETM Website (www.byetm.com/upexchange) to sign up for your
free subscription to use UPExchange, or go to www.KYTreasury.

com and click on the “File your Kentucky Holder Report.”

#* Once you have completed the free UPExchange
Sign Up, you will have access to an instructional vid-
eo, a user’s guide and other helpful resources.

% For more detailed instruction, you can register for
a free live training webinar OR view a past training
webinar at your convenience. A schedule of training
webinars is available on the ETM website.

#* Ongoing product support is available at uphelp@
eagletm.com, or 319-739-3557.

The enly unclaimed property

pliance, and
ystem exclusively

endorsed by NALIPA,

UPExchange™

By ETM
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Getting Started

Identify the Unclaimed Property

= july 1. YEAR
p. Identify the Unclaimed Property to be filed with the Ken- e Name_
et AV e
i tucky Department of Treasury. This includes savings and Ciy. Suate 27 - Descipion) 0 dpcto e peren L0
. . o . . 21 (Property iy O @ least £ ikibress: B0 o
b= checking accounts, unclaimed wages, dividends, credit bal- *"1 ot unctaed ﬁ‘:ﬁ o g st e 2307
. . e :LL A claim 1S ol =2
) ances, gift certificates, money orders and any type of out- T e below: o
. . . .. LT ot o pIvYy «
standing checks or other property with no owner initiated otder Informai? e e o Treasuny S0
P ALt ‘ kv nl_-.l-“p 14
. . . ¢ 1 e Kgnuek? iy
contact for 3 years. For a detailed listing, please refer to page J—— et ove e e i
18 &19. o wilh be Tyehd e ket
N Try to locate the owners of
a. the Unclaimed Property
W Try to locate the owners of the Unclaimed Property that you
‘I'-) are holding. KRS 393 requires holders to send a letter tothe | 7

owner at the owner’s last known address during the legal no- e R o et e
tification period (also called the Owner Notification Period),

A sample letter is provided on page 11. Owners must be
notified not more than 120 days or less than 60 days before
the report is filed. See Unclaimed Property Time Line below.

Unclaimed Property Time Line
(ALL Holders)

July 1, 2014 - June 30, 2015

July 1, 2015 - September 1, 2015 November 1, 2015

0N
Reporting Period Notification Period

N
Report& Remittance Due
(Holders Try to Locate Owner)
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Send Report

Send report by CD-ROM, USB Memory stick, or on-line  EXAMPLE:
and funds to the Kentucky Department of Treasury by No-
vember 1. Checks should be made payable to Kentucky
State Treasurer. Only one check is required, not one for each

reported property.

If you are a business and have identified uncashed payroll checks
that are greater than $50 in value and which are dated 6/30/12
or earlier, you should report them as unclaimed property for the
reporting period 7/1/14 - 6/30/15. You should attempt to notify
the check’s payee at his or her last known address after 7/1/15
and before 9/1/15. If these attempts fail, you must remit the face
amount of each unclaimed payroll check along with the report
that you submit on 11/1/15.

STEP 3

Incomplete & incorrectly completed reports will be returned
to the holder. Report shall include all owner information
such as name, address, Social Security number or FEIN,
date of birth, policy or account number, etc.

Unclaimed property reporting documentation should be
retained.

Property Types:
Important Dates and Deadlines

Holder Type Property Type Dormancy Period  Reporting Period Activity Notofication Period tance Period

Any business as- | All - except
sociation of 2 or |travelers’ checks'
more individuals- | and wages less 3 years 7/1/14 - 6/30/15 | 7/1/11 -6/30/12 | 7/1/15-9/1/15 11/1/15
including finan- | than $502
cial institutions
Estates With No
Heirs

State &

Federal Courts

ALL 1 years 7/1/14 - 6/30/15 | 7/1/13 - 6/30/14 | 7/1/15-9/1/15 11/1/15

ALL 5 years 7/1/14 -6/30/15 | 7/1/09 - 6/30/10 | 7/1/15-9/1/15 11/1/15

T All travelers’ checks must be dormant for a period of 7 years before they are considered abandoned and reportable to the state.
2 \Wages under $50 are no longer required to be reported to the state.
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Digital Reporting

CD-Rom = USB Memory Stick = On-Line

File by CD-Rom/USB Memory Stick, On-Line at www.byetm.com/upexchange this includes Safe Deposit Box
contents Report will be returned if not accompanied with CD-Rom/USB Memory Stick or submitted

online. ﬁ _ :: r——m

CD-Rom/USB Memory Stick/On-Line reporting saves time and money. It’s easier, faster, and more accurate than having to enter data
twice.

To file by CD-Rom/USB Memory Stick, or on-line you can log onto the www.byetm.com/upexchange website or www.KY Treasury.
com. Contact our office with questions.

#* Each CD-Rom/USB Memory Stick must include an external label with holder name, Federal Identification number, total
amount of money and number of stock and safe deposit boxes being reported.

% We are only accepting NAUPA II format - spreadsheets are no longer accepted.
% Submit passwords for reports to Jason.Meece@KY.gov.

% Please be sure that all information is in the CORRECT FIELDS before submitting the CD-Rom/USB Memory Stick. Sub-
mit the CD-Rom/USB Memory Stick along with your check or property. If reporting safe deposit box contents by CD-Rom/
USB Memory Stick, please send contents under separate cover. DO NOT put check or CD in box with contents.

% When reporting name suffixes and prefixes, please enter this information in the title field and not in the last name field.
% Do not report known names of accounts $100 and under as aggregate. List the owner names and amounts individually.
% Our owner type codes are: 1 - aggregate, 4 - other, 7 - unknown.

% When entering your data for interest bearing accounts into the NAUPA format make sure to use the deduction code of IB
and enter 0 in the amount remitted field. Be sure to enter deduction amount.
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INTEREST BEARING ACCOUNTS

ATTENTION: Important Information on Statements Below
Pursuant to the provisions of KRS 393.130(5), 20 KAR 1:090

provides that each interest bearing account should be placed in
accounts titled in the original owner’s (depositor’s) name, assign-
able to the Commonwealth of Kentucky, Department of Treasury.

The rate of interest earned by each assignable account must be the
same as the contract rate earned by the pre~decessor account. No
fees or charges shall be imposed by the holder from and after the
date of presumption of abandonment. Assignable accounts can
be set up as a new account or as a name change effected by the
institu~tion.

These accounts should be entered electronically through UP Ex-
change making sure to enter the reported dollar amount in the
Initial Amount field and enter the Deduction Code “IB” (for
interest bearing) then entering the dollar amount again in the De-
duction Amount field to show the funds will remain with the fi-
nancial institution to draw interest. Be sure to report each account
individually (i.e., no aggregates) and note that interest bearing
accounts for out-of-state owners cannot be reported to Kentucky.

Also, please do not report accounts that have been reported in
previous years.

We require that holders reporting Interest Bearing Accounts to
Unclaimed Property send one year end statement for each indi-
vidual account. Monthly or quarterly statements for these ac-
counts will be returned unopened.

These account statements must list: owner’s name, account num-

ber, year originally reported to the state of Kentucky, contract rate
of interest, interest accrued for the reporting year and total value
at the end of the reporting year.

Annual statement information can be provided in spread sheet
form or one statement can be printed for each account showing
the required information. If printing individual statements, those
statements should be mailed together in one envelope and sorted
by year reported.

If there were any accounts reactivated throughout the statement
period, send a listing of those accounts with your annual state-
ment. We still require that you send immediate notification when
these transactions occur, but providing this list with your annual
statement will ensure no reactivated accounts were missed.

Important: Please notify our office in writing when an account
previously reported has been claimed by its owner or has been
closed.

Note: In accordance with KRS393.060, Holders are required to
remit Interest Bearing accounts they have previously reported
as unclaimed property and held for ten years. Accounts reported
in 2005 are due to be remitted in 2015. DO NOT INCLUDE
THESE PROPERTIES ON THE 2015 HOLDER REPORT
FORM. Instructions for remitting Interest Bearing accounts will
be provided to the respective companies when they are due to
remit.
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INSTRUCTIONS FOR REPORTING
SECURITIES/STOCKS

The Report of Unclaimed Securi-
ties is used to report and remit:

e Common stock

* Mutual Funds

e Stock Warrants

* Partnership Units

* Preferred Stock

* Restricted Stock

* Dividend Reinvestment Plans (DRDPs)
 Any other applicable security type property

Any monetary type property, even if it is related to a security (for
example, dividends), should be reported

***ATTENTION***

Dividend Reinvestment Plan (DRP’s): Only whole shares may
be delivered to the state of Kentucky’s custodial account 28605788
participant #0725. All fractional shares of DRP’s must be liqui-
dated whole shares to our custodial account 28605788 partici-
pant #0725 and submit a check for the cash in lieu of fractional
shares with your report.

2015 Holder Report Forms and Instructions

Worthless/Nontransferable Securities: DO NOT report worth-
less or nontransferable securities to the Kentucky Department of
Treasury. If the securities become transferable

Remittance of Securities
Stock Certificates:
All stock certificates must be registered with the

FEIN 61-0600439 before remitting the securities report to Ken-
tucky Department of Treasury. If you have any questions, feel free
to contact the Unclaimed Property Securities staff at (800) 465-
4722.

Depository Trust Company (DTC) Deposits:

If you are a broker or holder transferring a position through
DTG, please fax a listing to the Kentucky Department of Treasury
at (502) 564-4200. The list should include Kentucky Account
number 28605788 , DTC participant #0725, CUSID, and share

amount.
Mutual Fund Accounts:

All mutual fund accounts must be registered as Kentucky Depart-
ment of Treasury with FEIN 61-0600439. Submission of quar-

terly statements is requested. Code all accounts with CASHDivi-
dends




INSTRUCTIONS FOR REPORTING
SAFE DEPOSIT BOX CONTENTS

How to Report:

The REPORT OF UNCLAIMED SAFE DEPOSIT BOX CON-
TENTS is used to report safe deposit box contents and safekeep-
ing items only. Please file this report on-line. DO NOT ATTACH
SAFE DEPOSIT REPORTS TO THE CONTENTS.

When to Remit:

Send all safe deposit box contents
or safekeeping items with the No-

; vember report. Packages should
3 NE o ’-L = E E be clearlylr)narked Witi the own-
ers name. Attach check to copy of
report & keep separate from con-
tents. All currency must be sent

intact (DO NOT deposit and issue a bank check for currency
amount).

Please type or legibly print your report:

1. Enter the safe deposit box number or safekeeping location
where the contents were held.

2. Enter the full name (last name first) of the owner(s) of the safe
deposit box or safekeeping item.

. Be sure to include information that would aid
in identification, such as Jr., Mrs., etc., after the mid-

dle name or initial.

. Corporate titles and the like should be entered
exactly as adopted, except that the word “The” should
be placed at the end of the name line.

. If a safe deposit box has two owners, the names
of both must be shown with the relationship (for ex-
ample, “trustee for,” “and,” “or,” etc.).

. Enter the owner’s Social Security number.

. Enter the last known address of the owner of the safe deposit

box. If the safe deposit box has two or more owners, addresses
that are not the same for each owner must be shown. Out of
state contents NOT acceptable.

. Enter the date the rental period expired on the safe deposit

box, or in the case of safekeeping items, the date of the last
contact with the owner.

. Enter the name of the bank branch location where property

was held. List the complete address including the zip code.

. Enter the amounts due to the holder. These amounts can in-

clude unpaid safe deposit box rental charges and drilling fees.
DO NOT deduct any of these costs from any cash that may be
in the box at this time. After the items are sold by the depart-
ment the holder may request reimbursement.

2015 Holder Report Forms and Instructions




INSTRUCTIONS FOR REPORTING
SAFE DEPOSIT BOX CONTENTS

8. Enter an itemized description of the safe deposit box or safe-
keeping contents. The safe deposit box contents will be ac-
cepted or rejected based on the description provided. Use the
following examples in completing your descriptions:

* a) one gold-colored ring with two clear stones

* b) one pair screw back earrings, each with one ruby-
like stone

* ¢) one coin wrapper containing 50 US pennies dated
1918-1964 (if wrapper is empty, please so indicate)

* d) one hand pellet-gun with black metal barrel

NOTE: One item per line of description. You are not required to
register securities found within contents
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OWNER NOTIFICATION

SAMPLE LETTER

Per 20 KAR 1:080 section 1: Notification letters must be
sent for any property valued at $100 or more. The letters
must be sent no more than 120 days or less than 60 days

before the report is filed.
NOTE: Please do not include Treasury personnel names on

these letters.

July 1 YEAR

Dweper Name
t'.).-.x ner Addregs
City, St Zip

RE: [
(Prope ¥ Description,

We .
are holdina i pe
kL Eunclaimeg
. P |
The gup may el LProperty of 4 least 510 i
nu oy . IS propery by - S Ty the gy li
mhgy listeq below Property by COnkcting gy it if ”T i e
= b the address aney .
S8 anddor phg,
g

Holder 1y i
ver Informagigy,. Company N
dAny MNime
Addresy
Phong Numbey

.[I'” i Y [ u VY o il l f [t 10Nl o F »
el E .P"I'I.I ¥ Ina b |
.‘\- ] 3 * e wr i LS B H L L| CdsUry we 1
1w |” IJL .h:_'l':j jrr(f{'r]‘ L o rl] i I'| RI I" o
i 'r} or H‘“[”]L'ﬂ Mrer .Ik. ) o II fres |I
LU B s It, I -’ e

.‘ir'ururui}
Unclaimy
Claimmed Propes, Division
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UNCLAIMED PROPERTY

HOLDER REPORTING EXTENSION REQUEST
Due by November 1, 2015

KENTUCKY DEPARTMENT OF TREASURY
DIVISION OF UNCLAIMED PROPERTY
1050 US HWY. 127 S., SUITE 100
FRANKFORT KY 40601

Current Fiscal Year representing property presumed abandoned during the Fiscal Year ended June 30.

State the reason(s) an extension is requested:

Check the additional time requested to complete the report: [ 30 days [d 60 days

We are aware of Kentucky’s requirement to remit by November 1, the total (or best estimate) of abandoned
property owed in order to avoid possible penalties. This extension only applies to the filing of the Holder
Report.

I am duly authorized to execute this request for an extension by the holder.

Holder Name: DateofRequest:
Contact Name: FEIN:
Telephone: Fax:

Signature e-Mail:

MAIL THIS FORM TO THE ABOVE ADDRESS OR FAX TO (502) 564-4200
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HOLDER REQUEST FOR REIMBURSEMENT
Kentucky Department of Treasury

PLEASE TYPE OR PRINT

PART I. HOLDER INFORMATION

Holder Name: FEIN: Contact: Tel:

Address: City: State: Zip Code:

E-mail Address:

PART II. CLAIM INFORMATION

fhwneris) Name (hwneris) Address | Dare Pald o Claimane Year Acct/Reference # Ampunt Paid Amount af entire deposit
(Exactfy as reported) ar Acet Reactivated Reparted | (If aggregate, specify) i which this was contained
If amount was remitted in error, please attach a written explanation, TOTAL AMOUNT OF REIMBURSEMENT

PART III. HOLDER CERTIFICATION

One of these must be attached to this claim: Copy of cancelled replacement check to
owner (front and back) Account reactivation document, ORIGINAL travelers checks/money

State of. County of. ss orders

I , a duly authorized representative of the holder listed above, do hereby certify that the above listed funds, which
were listed in the Report of Unclaimed Property filed by the holder, have been paid to the rightful owners or their representatives. I agree, upon payment of
the above described property, to indemnify the state and hold it harmless from all claims and loss, demands, costs and other expenses which the state may
sustain by reason of turning over the property to the holder and by reason further of its refusal to pay the property to any other person or persons.

Signature of Representative Date Subscribed and sworn to before me this day of ,20

Name of Representative (Type or Print) Date

Notary Signature (and Seal)

Please mail to: KENTUCKY DEPARTMENT OF TREASURY, UNCLAIMED PROPERTY DIVISION, 1050 US HWY. 127 S., SUITE 100, FRANKFORT KY 40601
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FREQUENTLY ASKED QUESTIONS

Q. What is unclaimed property?

A. All intangible property unclaimed by its owner for a specific
period of time, called a dormancy period. Unclaimed property
may include: dormant savings and checking accounts, unclaimed
wages, dividends, credit balances and any type of outstanding
checks. (For a more detailed list, see page 18 & 19.)

Tangible property may include contents of safe deposit boxes or
items left in safekeeping.

Q. Who is a holder?
A. All business entities of two or more individuals doing business
in Kentucky.

Q. If a holder pays an account to an owner after the account has
been paid to the state, how does the holder get reimbursed?

A. Before refunding an account to an owner, the holder should
contact the Kentucky Department of Treasury Unclaimed Prop-
erty Division and make sure the account is available to claim.
Then the Unclaimed Property Division will send a reimbursement
form upon request.

Q. Why does Kentucky have an Unclaimed Property Law?

A. To protect the property rights of the owner and to reunite the
owner with the property. To relieve the holders of the expense and
liability of carrying the property. To provide a centralized search
location for citizens.

2015 Holder Report Forms and Instructions

Q. Is there a minimum amount?

A. No. Businesses must report all unclaimed property, no matter
how small, except for wages under $50. The State Treasurer safe-
guards the property forever.

Q. How can Kentucky citizens find their lost property?
A. Call the business that may be holding the property or search

online at: www.MissingMomey.com.

Q. How should I report any unclaimed property that I may have?
A. Report by submitting your information on a CD/Rom set up
in the NAUPA Standard Electronic Format.

Q. What does the state require for notification to the owner?
A. The holder must send written notice to the owner at the own-
er’s last known address if the property is valued at $100 or more.

(See page 18.)

Q. What happens if a holder does NOT report unclaimed prop-
erty?
A. A holder who fails to report, pay or deliver property within the
time prescribed by law will be subject to all penalties under KRS
393.

Nonfilers may be subject to audit.




FREQUENTLY ASKED QUESTIONS

Q. What attempts are made by the holder and the state to find
the rightful owner?

A. The first attempt to locate the owner is made by the holder. A
notice is mailed to the owner’s last known address.

Once the property has been reported to the state, the State Trea-
surer searches for the owner by publishing an annual advertise-
ment.

The State Treasurer uses other outreach opportunities including
the internet, fairs, media, state conventions and malls to locate
owners. City, county and state public officials are also an impor-
tant part of owner outreach.

The State Treasurer serves as the custodian until the property is
claimed.

Q. What do financial institutions (banks, credit unions, savings
& loans, etc.) do with interest bearing accounts?

A. Interest bearing accounts should be placed in accounts titled in
the owner’s (depositor’s) name, assignable to the Commonwealth
of Kentucky, Department of the Treasury, and must earn the same
rate of interest as the contract rate for the predecessor account
with no fees assessed against the accounts. Page 8 contains de-
tailed instructions for interest bearing account reporting.

Q. What is the aggregate reporting amount in the state of Ken-

tucky?
A. Kentucky’s aggregate reporting amount is property under $100.
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REPORTING FOR OTHER STATES

Filing One Report

If you are a business located in the Common-
wealth of Kentucky, you can file one Unclaimed
Property Report with the Kentucky Department
of Treasury even if you are holding the property
of owners who live in other states. Submit one
file containing Kentucky owners as well as out-
of-state owners. Do not include a separate file
for each state. The Commonwealth of Kentucky
is an exchange state without a reciprocal Agree-
ment.

Please Note: Some states may require you to
report to them directly.

Here’s How

If you wish to file out-of-state accounts with the Kentucky De-

partment of Treasury, please follow the guidelines below. We will

forward the reported properties to the respective states.

1. You must report by CD-Rom / USB Memory Stick through
UPExchange.

2. Use the abandonment period required by the state of the own-
er’s last known address.

3. Notify the other states of your intent to report to Kentucky.

2015 Holder Report Forms and Instructions

4.

Contact the Kentucky Department of Treasury for a list of
other states unclaimed property offices.

Unfortunately, we cannot accept out-of-state safe deposit box
contents.

You can log onto the NAUPA website www.unclaimed.org to
to find the contact information for each state.




Property Codes with Dormancy Periods

Code Description Years Code Description Years
Account Balances CS03  Educational Savings Accounts-Securities 3
ACO01 Checking Accounts 3 Court Funds

ACO02 Savings Accounts 3 CTO01 Escrow Funds 5
ACO03 Matured CD or Savings Certificates 3 CT02 Condemnation Awards 5
ACO04 Christmas Club Funds 3 CT03 Missing Heirs' Funds 3
ACO05 Money on Deposit to Secure Funds 3 CTO04 Suspense Accounts 5
ACOG6  Security Deposits 3 CT05 Other Court or Public Auth Funds 5
ACO07 Unidentified Deposits 3 CT06 Bail Bonds 5
ACO8  Suspense Accounts 3 CT99 Aggregate Court Deposits 5
AC99 Aggregate Account Balance Due 3 HSO01 Health Savings Account 3
Uncashed Checks HS02 Health Savings Account Investment 3
CKO1 Cashier’s Checks 3 Insurance

CKO02 Certified Checks 3 INO1 Individual Policy Benefits/ Claims 3
CKO3 Registered Checks 3 INO2  Group Policy Benefits or Claims 3
CKO04 Treasurer’s Checks 3 INO3 Proceeds Due Beneficiaries 3
CKO5 Drafts 3 INO04 Proceeds from Matured Policies 3
CK06 Warrants 3 INO5 Premium Refunds 3
CK07 Money Orders 3 INO06 Unidentified Remittances 3
CKO08 Traveler’s Checks 7 INO7 Other Amounts Due Under Policy 3
CKO09 Foreign Exchange Checks 3 INOS Agent Credit Balances 3
CK10 Expense Checks 3 IN99 Aggregate Insurance Property 3
CK11  Pension Checks 3 IRO1  Traditional IRA-Cash 3
CK12 Credit Checks or Memos 3 IR02 Traditional IRA-Mutual Funds 3
CK13 Vendor Checks 3 IR03 Traditional IRA-Securities 3
CK14 Checks Written Off to Income 3 IR05 Roth IRA-Cash 3
CK15 Other Outstanding Official Checks 3 IRO6 Roth IRA-Mutual Funds 3
CK16 CD Interest Checks 3 IR07 Roth IRA-Securities 3
CK99 Aggregate Uncashed Checks 3 MIO1 Net Revenue Interest exempt

CS01  Educational Savings Accounts-cash 3 MI02 Royalties exempt

CS02 Educational Savings Accounts-Mutual Funds 3
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Property Codes with Dormancy Periods

Code
MIO03
MI04
MIO05
MI06
MI07
MIO08
MI09
MI99

Description

Opverriding Royalties exempt
Production Payments exempt
Working Interest exempt

Bonuses exempt

Delay Rentals exempt

Shut-in Royalties exempt
Minimum Royalties exempt
Aggregate Mineral Proceeds exempt

Miscellaneous

MSO01

MS02
MS03
MS04
MS05
MSO06
MS07
MS08
MS09
MS10
MS11
MS12
MS13
MS14
MS15
MS16
MS17
MS18
MS99
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Wages, Payroll, Salary

($50 or less are exempt)
Commissions

Workers’ Compensation Benefit
Payment for Goods and Services
Customer Overpayments
Unidentified Remittances
Unrefunded Overcharges
Accounts Payable

Credit Balances/Accts Receivable
Discounts Due

Refunds Due

Unredeemed Gift Certificates
Unclaimed Loan Collateral
Pension and Profit Sharing Plans
Dissolution or Liquidation
Miscellaneous Outstanding Checks
Miscellaneous Intangible Property
Suspense Liabilities

Aggregate Miscellaneous Property

Years

W

R0 WD W W LW W W W W W W W W WW

Code

Description

Safe Deposit/Safekeeping

SDO01
SD02
SDO03
SD04
SDO05

Safe Deposit Box Contents
Other Safekeeping

Other Tangible Property
Unclaimed Collateral
Securities No Value

Securities

SCO01
SC02
SCO03
SCo04
SCO05
SCO06
SC07
SCo08
SC09
SC10
SC11
SC12
SC13
SC14
SC15
SC16
SC17
SC18
SC19
SC20
SC99

Dividends

Interest (Bond Coupons)
Principal Payments

Equity Payments

Profits

Funds Paid to Purchase Shares
Funds for Stocks and Bonds
Shares of Stock (Returned By PO)
Cash for Fractional Shares
Unexchanged Stock of Successor
Other Certificates of Ownership
Underlying/Outstanding Shares
From Liquidated/Stock Redemption
Debentures

US Government Securities
Mutual Fund Shares

Warrants (Rights)

Matured Bond Principal
Dividend Reinvestment Plans
Credit Balances

Aggregate Securities—Related

Years

R W W W W

0 L W L W LWL W LW WL W W W W W




Property Codes with Dormancy Periods

Code Description Years

Trust Property

TRO1 Paying Agent Accounts

TRO2 Undelivered or Uncashed Dividends
TRO3 Funds Held in Fiduciary Capacity
TRO4 Escrow Accounts

TRO5 Trust Vouchers

TRO6 Pre-need Funeral Plans

TR99 Aggregate Trust Property

DWW W W W W W

Utilities

UTO01 Utility Deposits

UT02 Membership Fees

UT03 Refunds Or Rebates

UT04 Capital Credit Distributions
UT99 Aggregate Utility Property

All Other Property
72777 Properties Not Identified Above 3

DWW W W W
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GLOSSARY OF TERMS

Abandoned or Unclaimed Property: Tangible or intangible prop-
erty that is unclaimed by its rightful owner after a significant pe-
riod of time.

Abandonment Period: The period of inactivity (in most cases 3
years) after which property is considered abandoned.

Activity: Action taken on property by the owner; including mak-
ing a deposit or a withdrawal, or a memorandum of correspon-
dence by the owner to the holder.

Aggregate Amount: The amount below which the holder need
not include the name and address of the owner with the report.
The aggregate amount in Kentucky is $100.00.

Custodian: An individual or entity that holds property until it is
delivered to the rightful owner. Most states’ laws make the state
the “custodian” of the abandoned property.

Date of Last Activity: The date of the owner’s last activity on the
property or the owner’s last contact with the holder.

Due Diligence: The degree of effort required by statue that a
holder of abandoned property must use to find the rightful owner
of property before the property is remitted to the state.

Holder: The entity that controls abandoned property until it is
transferred to the owner or to the state on behalf of the owner.

Indemnification: An agreement that protects the holder from loss
by transferring the legal responsibilities to a third party (the state).
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Offcial Check: A check or written instrument for which a bank,

financial organization, or business association is directly liable; in-

cluding but not limited to drafts, money orders, traveler’s checks,
. b

cashier’s checks, and expense and payroll checks.

Owner: A person having a legal or equitable claim to the aban-
doned property.

Person: Any individual, business association, government or pub-
lic subdivision, public corporation or authority, estate, trust, two
or more persons having a joint or common interest; or any other
legal or commercial entity.

Report: An annual list of owners and their unclaimed property
which holders send to the Department of Treasury with the remit-
tance.

Tangible Personal Property: Property that is physical, such as a

diamond ring or a silver coin.

Underlying Shares: Shares of stock that have been issued by a
business association, or a banking or financial institution. The
original certificate for the shares is in the possession of the share-
holders, who have failed to either cash the dividend checks or cor-
respond with the issuing corporation.

Zero Report: A report used by a company that indicates appli-
cable records have been searched and no unclaimed property is
reportable.




FINAL NOTES

File an extension Checklist
#* Mail or fax the extension request form 0 Have you mailed an OWNER

on page 12 to the contact address below.
NOTIFICATION? (page 18)

% State the reason you need more time.
A Have you included all identifying information for owners

including Social Security numbers and/or dates of birth?

Feeling Overwhelmed?

Contact: (A Have you included all information and contents for each
Kentucky Department of Treasury item, to include your CD in NAUPA format?

Unclaimed Property Division [d Have you enclosed you check made payable to the Ken-
1050 US Hwy. 127 South, Suite 100 tucky State Treasurer?

Frankfort, KY 40601
Toll-free: (800) 465-4722
Fax: (502) 564-4200

Stocks/Bonds - Have you included the original certificates or
DTC deposit statement? Have you included the bond and CU-
SIP numbers?

www.KY Treasury.com
e-mail: unclaimed.property@ky.gov 'd Stocks/Bonds - Have you included the original certificates/
statements and summary with report? Have you included the
Instructions are available on our website. Also available on our bond or CUSIP numbers?

website is a link to KRS393 and the KY Administrative Regula-

tions for Unclaimed Property. A Mutual Funds - Have you registered the shares as Ken-

tucky Department of Treasury? Have you included confirma-
tion of transfer?
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APPENDIX

Safekeeping Codes

SAFEKEEPING_CD DESCRIPTION TYPE
BBOND BEARER BONDS Y
COIN COINS Y
CRCY CURRENCY Y
DISK ELECTRONIC MEDIA N
EMPY EMPTY N
FIRE FIREARMS N
JEWL JEWELRY Y
MILI MILITARY ITEMS N
MISC MISCELLANEOUS ITEMS Y
PAPR PAPERS N
SAVB SAVINGS BONDS N
SILV PURE SILVER Y
STCK STOCK Y
STMP STAMPS Y
TRVL TRAVELERS CHECKS & MONEY Y
WACH WATCHES Y
WILL WILLS N
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APPENDIX

NAUPA STANDARD ELECTRONIC FILE FORMAT RELATIONSHIP AND
OWNERSHIP CODES

Code
AD

Short Description
Administrator

Relationship Codes
Definition
The person appointed by the court to handle the estate of someone who
died without a will, with a will with no nominated executor, or the executor

named in the will has died, has been removed from the case, or does not
desire to serve.

Code
IN

Short Description
Insured

Relationship Codes
Definition
The person or entity who will be compensated for loss by an insurer under
the terms of a contract called an insurance policy.

AG

Agent For

A person who is authorized to act for another (the agent's principal) through
employment, by contract or apparent authority.

JT

Joint Tenants

An account held in joint tenancy presumes a right of survivorship, but this
presumption can be overcome by evidence that the account was really the
property of only one, and the joint tenancy was for convenience. Right of
Survivorship is not specifically stated.

AF

Attorney For

A person who has been qualified by a state or Federal court to provide legal
services, including appearing in court, and is authorized to act for another.

AN

(And) Unspecified Joint
Relationship

Unspecified joint relationship including 'AND'.

BF

Beneficiary

Any person or entity (like a charity) who is to receive assets or profits from
an estate, a trust, an insurance policy or any instrument in which there is
distribution.

Js

Joint Tenants with
Rights of Survivorship

A type of account which is owned by at least two people, where all tenants
have an equal right to the account's assets and are afforded survivorship
rights in the event of the death of another account holder. In this type of
account, a surviving member will inherit the total value of the other
member's share of account assets upon the death of that other member. All
members of the account are afforded the power to conduct investment
transactions within the account as well.

cP

Community Property

Property or earnings received by a husband and wife during marriage, other
than by gift, devise, or descent. Separate property is property owned by a
spouse before marriage or received during the marriage by gift, devise or
descent. In some jurisdictions, earnings from separate property are also
separate property and in some jurisdictions, such earnings are community
property. Recognized by California, Arizona, New Mexico, Texas, Nevada,
Idaho, Washington, Wisconsin, Louisiana and Puerto Rico.

TC

Tenants in Common

A type of account which is owned by at least two people with no rights of
survivorship afforded to any of the account holders. In this type of account,
a surviving tenant of the account does not necessarily acquire the rights
(and account assets) of the deceased person. Rather, each tenant in the
account can stipulate in a written will how his/her assets will be distributed
upon his/her death. Generally, the member ownership in the account is
determined on a pro rata basis, meaning that if there are two tenants in the
account, each will have a 50% claim on the account's value.

CN

Conservator

A guardian and protector appointed by a judge to protect and manage the
financial affairs and/or the person's daily life due to physical or mental
limitations or old age.

JE

Tenants in Entireties

Joint ownership of property or securities by a husband and wife where,
upon the death of one, the property goes to the survivor.

CF

Custodian

A person with whom some article is left, usually pursuant to a contract
(called a "contract of bailment"), who is responsible for the safe return of the
article to the owner when the contract is fulfilled.

OR

(Or) Unspecified Joint
Relationship

Unspecified joint relationship including 'OR’

oT

Other Relationship

Relationship other than specified in this list. Additional details should be
submitted with the property.

DF

Defendant

The party sued in a civil lawsuit or the party charged with a crime in a
criminal prosecution.

ES

Estate

All the possessions of one who has died and are subject to probate
(administration supervised by the court) and distribution to heirs and
beneficiaries, all the possessions which a guardian manages for a ward
(young person requiring protection and administration of affairs), or assets
a conservator manages for a conservatee (a person whose physical or
mental lack of competence requires administration of his/her affairs).

PD

Payable On Death

Account is payable on Death to an alternate owner. Upon the original
owner's death, the beneficiary must supply identification and a copy of the
original owner's death certificate.

PA

Payee

The one named on a check or promissory note to receive payment.

EX

Executor or Executrix

The person appointed to administer the estate of a person who has died
leaving a will which nominates that person.

PO

Power of Attorney

A written document signed by a person giving another person the power to
act for the signer in designated circumstances and with respect to
designated property. Explanation: There are both general powers of
attorney which give the authorized party broad discretion and special
powers of attorney that are limited in scope.

FB

For Benefit Of

A person who is entitled to property that is held by another person (typically
a custodian or trustee). FB is typically used in trustee, self-directed,
inherited, education and transferred accounts.

RE

Remitter

Used primarily on official checks. The Remitter is the person who
purchased the official check. This relationship is separate from the Holder
who turns the property over to the state.

GR

Guardian

A person who has been appointed by a judge to take care of a minor child
(called a "ward") or incompetent adult personally and/or manage that
person's affairs.

SO

Sole Owner

Sole Owner is used when there is only a single owner for the property, and
that person has all rights to the ownership of the property.

HE

Heir

Anyone who receives property of a deceased person either by will or under
the laws of descent and distribution. (Explanation: a devisee under a will is
also an "heir", even though unrelated to the decedent.)

TE

Trustee

A person or entity who holds the assets (corpus) of a trustee for the benefit
of the beneficiaries and manages the trust and its assets under the terms of
the trust stated in the Declaration of Trust which created it.
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APPENDIX

NAUPA STANDARD ELECTRONIC FILE FORMAT RELATIONSHIP AND

OWNERSHIP CODES

Short Description
Uniform Gifts to Minor

Relationship Codes

Definition
Property that is gifted to a Minor under the Uniform Gifts to Minors Act -
(UGMA). This act allows minors to own property such as securities. Under
the UGMA, the ownership of the funds works like it does with any other
trust except that the donor must appoint a custodian (the trustee) to look
after the account. Regardless of whether the minor has reached the age of
majority, they should be coded with the UG relation. The custodian on the
account should be coded as CU.

uT Uniform Transfer to Property that is gifted to @ minor under the Uniform Transfer to Minors Act -
Minor (UTMA). This act allows a minor to receive gifts such as money, patents,
royalties, real estate and fine art, without the aid of a guardian or trustee.
The gift giver or an appointed custodian manages the minor’s account until
the minor is of age (usually 18 or 21).
UN Unknown The owner's relationship to the property is not known.
UF Usufruct Usufruct is a real right in a property owned by another, normally for a

limited time or until death. Simply stated, it is the right to use the property,
to enjoy the fruits and income of the property, to rent the property out and to
collect the rents, all to the exclusion of the underlying real or naked owner.
The usufructuary has the full right to use the property but cannot dispose of
the property nor can it be destroyed.

Short Description

Ownership Codes

/| Definition

AP Aggregate Property This property represents a group of properties that have been aggregated
together, usually because of small values.
oT All Owners except This property represents individual property records that are not reported as
Aggregate or Unknown | aggregate or unknown, and is used when an owner’s name is known and
included in the report.
UN Unknown Owner (no This property represents individual property records in which the original
name available) owner’s name is unknown.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Begin on the UP Exchange Website to create your un-
claimed property report: http://www.byetm.com/index.php/
upx?referral=switchboard

Click the orange icon on the right hand side that says “Sign Up
or Log In” This will take you to the log in screen. If you do not
have an account this is where you create one.

Important: You will need to make sure your Pop-Up Blocker is
turned OFE you are using Internet Explorer 9 or newer, Firefox
or Google Chrome, you must have up-to-date Flash software,

and if you are using Internet Explorer make sure Compatibility

Mode is OFE

If you have any issues using the UPExchange reporting program
or getting it to load on your computer contact their helpful tech
support team:

Phone: 319.739.3557 Monday - Friday, 8am-5pm central

Email: uphelp@eagletm.com

sudting, I OS5, and
SHAE 16 bast practicen. To mest business reguirements. It is 3 complete
enclaimed property sdmnistration systam that nchales compilance smd

B toals bo auaind in managing the varkan itate specific reporting. dus
diligunce and & Prea varsion crastes
unclaimed property reperts in slete specific formaty, including the MAUPA
W Dectionic Reporting Staadard. 1L sodoriad 517 il sed asthisa’y
By MALPA®

On Time, All the Time

Thars are from sy
reparting sobat sdhars to operty

i iy an affordable subicrigtion rite and receve enterpre-cian
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

—————— T T W""‘a“
Yo = 5

WD) e wrgamian Do @ i tuctact Ry Koty Ut Tromry Wome 5 ETM | Ulchang™ O Heme

Uneiglied Property Frgerting Compllance. sed Colsborsfion

an.ﬁne Y filing }:":”?
’ Passwoid
R |
. . . »-.‘" 1 agree wilh P lerms of the:
If you already have an account, enter your log in information. _
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Odg-;-';::- 2 b e

UPExchange:

— ety sty {apeaee # Ut -

Next, you will select which version you wish to use for your Seit Servce Fusl Service Free Edition
reporting. Review each and see which version meets your com- > D » Q
pany’s needs, in our example we will be using the free version. § i ;[BI
o l
Seartong o0 879/ Vosr Sratng ot 417D £ Vour
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

To create an account, select “Sign UP” on UPExchange’s home

page. This screen will appear and you will follow the three steps - R —r
to create/register your Holder Sign In. - b e ; -
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

After you finish creating your Sign In, you will see this screen:

Click: “Click to add company information” This will allow you
to enter your Holder information. The Holder is the entity that
controls the abandoned property unit until it is transferred to
the owner or the state on behalf of the owner. In other words -
the company or agency you are entering the report for.

"
@ ..._-.......u—n-ap tpeten 50

Welcome to UPExchange, the Listest, casiest wary 1o file unclamed property,

Your fiest step it 10 enter your company nformation . .
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Complete steps 2-10

L2 o° (7] L3
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Step 10 of 10 - State Assigned IDs

Step 10 will ask if you have state assigned 1D’s, skip this step, do
not check the box, just hit “Next”
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Next you will see this screen which will ask what you would like  Undaimed Propenty Exampie successfuly crested
to do next. You can select to begin entering your properties by
selecting “Import My Property Records”.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Here you will select “I Need a Blank ETM Import Template to
Get Started”
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

A pop up should appear asking you to open the Excel file tem-
plate, choose to open the file. You should see this Excel Tem-
plate pop up automatically next:

CEd- VL e e ] Fp Rl ‘“ﬂ
o - . . o- 0
i i A |

<
g

" . ul R | 4
i |

This is where you will begin to enter you unclaimed property
accounts onto your report, this is a great format for all property
types except for Safe Deposit Boxes.

You can find a complete list of the Kentucky NAUPA codes and
their descriptions in the Kentucky Holder Report Booklet found
at www.kytreasury.com to aid you in completing this template.
Or they can be found under the HELP icon at the bottom of the
UP Exchange Main Menu screen, just select Resources and then
choose Kentucky and the code lists will be posted on the right
hand side of the screen for you under Kentucky’s contact info.

WHEN ENTERING ACCOUNT INFO INTO THE TEM-
PLATE:
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Look at the tab row at the bottom of your template docu-
ment. There are instructions and a great example under
“SampleData”. Don't forget to periodically hit SAVE so you
do not lose your data.

Enter ALL the data you have available for each property/
owner.

Make sure to add multiple owner accounts accordingly with
the correct relationship code identifying if they are joint own-
ers, custodians, primary owner or remitter. A great example
is provided on rows 7 and 8 on the Sample Data worksheet,
you'll see Zelda and Herman Battiste listed as joint owners.
Zelda is the primary and all her contact info plus the prop-
erty info is on her row. Directly beneath, there is a #A in the
first column. This tells the system to attach this owner to the
record directly above it. Then all that is needed on the second
owner’s row is their name and contact information. If an-
other owner has to be added, theyd just add another #A row
with the third owner’s info and so on.

If you are a financial institution entering Interest Bearing
accounts, be sure after you enter the Initial Amount use the
Deduction Code “IB” and enter the Initial Amount total
again into the Deduction Amount field. This reports the
accounts to us as interest bearing while showing the money
is staying at the financial institution to draw interest. If this
is not done correctly the interest bearing accounts will not
import correctly, if at all.




APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

173 AN RIGE ROMD
73 GRUTHAAY DRVE
T WOODY AVE

4200 GOPVER RD

Example of ETM Template after properties were added:

T SCENC WAY
4549 REBECCA STREET
4531 BAWSON DANE

153 MARIGOLD LANE
4360 CHPLR I LANE
3008 HONEYEUCRLE L
79 HATELWOOD AVENUE
XAT HAEY ROAD

1360 OLEN THOMAS DRVE

157D MR LANE

ED e
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

For Safe Deposit Boxes, you will have to select to enter your
properties manually.

In the manual entry mode Holders can enter accounts one-by-
one with drop down menus. This is also an option for holders
only entering a few accounts and do not wish to use the tem-
plate. You will need to go to the Main Menu screen and in the
Property section click the words “Add Records Manually” if no
properties have ever been entered yet. If other properties have
already been entered that “add records” link will not appear, you
need to go to the Property section, click View Records and in the
upper right hand corner you will see the words “Add Property”.
Click the “Add Property” Icon and it will take you to the same .
manual property entry screen. = | =
*Make sure that the “Status” is set to “Open for Reporting” S o © U

This screen will appear and you will add the property/owner in- . B

formation as prompted, clicking next to get through all the data

entry.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

SAFE DEPOSIT REPORTS please pay attention to this screen:
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

When entering Safe Deposit Box contents you have to hit the
blue add button (bottom right under contents box). This will
bring up a pop up screen to allow you to add items separately so
they can be coded according to their category. These category or
safekeeping codes can be found in our NAUPA code listings in
the Kentucky Holder Reporting Booklet or under Kentucky in _ o
the Resources section of the Help menu. e

000
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Back to our ETM template for entering your unclaimed proper-
ty report information. After you have entered all your property
entries you will save the completed template to your computer
and then upload the UPExchange website. This is done from
the same screen you choose to upload the ETM template from:
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Now you will select “My ETM Import Template is Complete
and Ready to Upload” This screen will appear next, click Browse
and choose the template file that you saved to your computer
with your report information entered. Select to Upload your

file.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

When your file is successfully uploaded you should see this: It
should say “Your File Was Successfully Uploaded”.  Click Next.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

— — TR - B — 4 e
@ e e e L e Nt 28T ..

o @) ZrZan R

The next screen will be your validation report record. This does
not mean the report was sent to the state. This just means that
your report info was reviewed by the UPExchange program and
appears to be ready to send. Make sure that your totals match,
for example the money amount you are sending compared to
what your report shows. You can download this report.

CASA AL AL S AL SS SIS

eordy: 4
3 " e 0
T T §5.348.00
ares: O
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

CLLAASA LA AL S

aling $5,347.10 dolla

The next screen lets you know that your records have been com-
pletely imported from the template for you to use in creating
reports, letters or both. Click “Done”.

2015 Holder Report Forms and Instructions




APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Now that you have all your properties uploaded and confirmed
its time to go back to the Main Menu Screen, it should now ap-
pear similar to this.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

R e B TS - e
g Tern 20 5 T (g™ P R e o] b ey Wate Tvwary  Ray o

online ¥ filing

@ Report and pay online

From the Main Menu Screen you can now choose to create you
Due Diligence Letters or if you have already completed your
Due Diligence and just need to create your official report then
select “Click to report records to the state”. This screen should
appear:
pd Gl g s
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

b e e g = B s s
0 g o e e S = g Yo 20 LA b e g by R Dy o N

ire you filing for the current penod?
- C T
Make sure Kentucky is selected and choose Next.
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

T T W -
°l B e oL LMl | oo Vg iromge * I iy Tty S

=50) UPExcHnsgi.

If you click on this

link you will see a report
like the one below

Select Yes if you are selecting the reporting year shown.

KY 2014 Siate Preview
Demanstishon Halder - 37234457
Cods  Omacrgsen Ll Tistal Atiguird Vil Sibuiimni
acs  CrECG ACDOUMTE 1 i
CEIY  WIRDOH CRIEE i E
iid  PROLESIE Pl WATURED POLCES 1 MINH
527 ARSI PAVROLL 0F SALAR ' LS
isd . ROCEUNTS RaTABLE 2 18
SDOT  SAF] DEROET BN COMTINTS ' w s
AN TOTAL T AL
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ey, waae [l ) LE T
MGEERTY, FETEa wr wizE g B2
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

L e S o TS - T

@ | s e D= @ GopaTeen 8 € (T | vt Rt - tictompe [ iy P oy o o
£ L~y UPE=chnnge:
A IRESCHARE

Kentucky State Report

Next confirm your amounts are correct and select Yes if they are. Totsl Armount; $435820 Totel Shores: 0

How would you like & Bt our renrs
Submit Report and Submit Repart Online
Remittance Online
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

If your choose “Submit Report and Remittance Online” this will
automatically submit your NAUPA II state report and payment
online, but $7.95 convenience fee will be added by and paid to
ETM to cover all costs. (Yes there is a fee to pay through UPEx-
change, but you will be bypassing shipping charges mailing us
your check and report summary cover)

If you choose to “Submit Report Online” this will automatically
submit your NAUPA II state report online, but you will have to
send payment to the state separately. (Check mailed with report
summary cover sheet)

If you choose “Manual Submission” this will allow you to down-
load the NAUPA II report file and copy it to a CD or diskette
and send it with a check to the Treasurer of Kentucky’s Un-
claimed Property program via US Mail or courier service.

In this example we are choosing “Submit Report Online”. Once
you click the icon this screen should appear:
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APPENDIX

STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE
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UPExcha

You must agree with the policy to continue. Click I Agree

. Total Amount: $4,358.10 Total Shares: 0
The next screen you must check the box to authorize you report i
and cover sheet to be sent to the state. Check the box and then
click Submit.
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STEP-BY-STEP DIRECTIONS TO FILE WITH UPEXCHANGE

Once you have submitted this summary screen will appear:

You will receive a conformation email with the same submission
number listed on the State Report summary screen. Before you
close out of this screen select “Print this Voucher” this will print
this information on your screen for your records. Then click
“Get my Cover Sheet” which will allow you to print the cover
sheet you need to send in with you payment check to the state.

Now all that’s left to do is mail the payment with your freshly
printed cover sheet to the address below.

Kentucky State Treasury
Unclaimed Property Division
1050 US HWY 127 South, Suite 100
Frankfort, KY 40601
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